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I,;e; Descriptign ‘Retention
1. | BUDGETS Retain for three years plus
the current fiscal year
This file contains Budget Requests and Approved Budge'l:s
for this department
2. | REQUISITIONS FOR SUPPLIES Copy retained by the office
‘ _ is non-record and may be
This file containg Requisitions for supplies for the destroyed as soon as no
department. The original purchase order is filed in longer of value to the office.
the office of the Finance Office.
3. | SPRAYING RECORDS - Retain for three years,
, , _ then destroy.
These files contain records of the customers for yearly
spraying by commmnity and time sheets for the drivers
of the truck by commnity.
lo | CORRESPONDENGCE Retain for three years, then

This file contains correspondence with the University
of Maryland which is the parent organization and directs
the spraying program. '

destroy.
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